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roreword: 



Banking ; An ESL Workbook is part of the Community Survival Skills series. 
This series was developed for adults learning English as' a Second Language 
and focuses on The English language skills required to cope or survive in 
the community. 

Banking ; An ESL Workbook is a student workbook focusing on The English 
language skills required for banking. The workbook is divided into six 
parts; B^^j^ 

♦Opening a New Bank Account 
♦Savings Accounts 
♦Chequing Accounts 
♦Using a Bank Machine 
♦Applying for a Loan 



There are four basic kinds of learning exercises used in Banking ; An ESL 
Workbook. 



The Four Basic Learning Exercises in Banking; An ESL Workbook 


Vocabulary Development 


Vocabulary items are presented visually 
and in written exercises for each topic. 


Picture Stories 


Picture stories in dialogue and narrative 
form have been developed for each topic. 
The story lines are presented visually 
and in print form. 


Dialogue Practice 


Dialogues relevant to each topic are 
presented and learning exercises are 
provided. 


Reading Comprehension 


Informative reading selections with 
comprehension Exercises are provided for 
each topic. 



Q iii Jennifer House 

ERJC 4 March 1986 
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Sxerclsg I Words For Banking 

Read and Dractlsp . 
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1. 


bank manager 


6. 


safety deposit boxes 


2. 


security guard 


7. 


computer 


3. 


customer 


8. 


Loans desk 


4. 


teller 


9. 


New Accounts desk 


5. 


bank vault 


10. 


bank machine 
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Exercise 2 Words For Bonking 

Fill in the Correct Word . 
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Exercise 5 



A Bank Anagroin 
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Find these words . 



1. 


BANK ACCOUNT 


7. 


SAFETY DEPOSIT BOX 


2. 


BANK MANAGER 


8. 


COMPUTER 


J. 


SECURITY GUARD 


9. 


LOANS 


^. 


CUSTOMER 


10. 


NEW ACCOUNTS 


5. 


TELLER 


11. 


BANK MACHINE 


5. 


BANK VAULT 


12. 


MONEY 




How many tines con you 


find 


the word> bank? 




I found the word bank 




times. 
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Exercise 4 Words for Opening a New Bank Account 
Practise these questions and nnsw^r?^. 



1. What is it? 

It's a new account application. 



2. What is it? 

It's the New Accounts Desk. 



5. Who is he? 

He's an applicant for a 
new bank account. 
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Words for Opening a New Bank Account 



What kind of account is it? 
It's a joint account. 
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What kind of account is it? 
It's an individual account. 
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What is it? 

It's a signature card. 
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Exercise 5 Words for Opening q New Bank Account 

Fill in the blanks. 

1. What is it? 

It's the . 



2. What is it? 
It's a 



3. What is it? 
It's a 




4. What kind of account is it? 
It's a 



Ht ti4 



I 



5. What kind of account is it? 
It's an 



taar- 



5. Who is he? 
He's on 



bank account. 



for a new 
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signature card 


new bank account 


applicant 


individual account 


joint account 


new accounts desk 
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Exercise 6 The Lees Open a New Bank Account 
Read the storv and conversation . 




Tom and Linda Lee moved to Vancouver six weeks ago. Tom 
is a cook. He has a new job at The White Spot Restaurant. 
Linda is unemployed. She is looking for a job as a 
waitress. 

This afternoon^ Tom and Linda are going to the bank to open 
a new bank account. They arrive at the bank at two o'clock. 
They wait to see the man at the New Accounts desk. Soon^ 
it's their turn. Tom and Linda walk over and sit down at 
the New Accounts desk. 

Mr. Jackson: Good afternoon. My name is Ken Jackson. 
Can I help you? 

Tom: My name is Tom Lee and this is my wife Linda. 
We want to open a new bank account. 

Mr. Jackson: Alright. I'll get you a new account 
application form. 
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Exercise 7 The Lees Open q New Bank Account 
Answer the Questions . 

1. How long have Tom and Linda Lee lived In Vancouver? 

2. What is Tom's. job (occupation)? 

3. Where does Tom work? 

4. What is Linda's. job (occupation)? 

5. Is Linda working? 

6. Why are Tom and Linda going to the bank? 

7. Which desk do Tom and Linda sit at? 

8. What kind of form did Mr. Jackson get for Tom and Linda? 




Exercise 8 The Lees Fill In a New Account Application 



Read and practise these questions and answers. 



Mr. Jackson: 
Tom: 

Mr. Jackson: 
Tom: 

Mr. Jackson: 



Tom: 



Mr. Lee will this cccount be in your name? 

Yes but I want Linda to be able to use the account. 

You'll be the applicant and Mrs. Lee will be the 

co-applicant. Is that alright? 

Yes. that's fine. 

Now. let's fill in the application. 
What is your surname, given name and initials? 
Are you single, married, divorced or separated? 
My surname is Lee. My given name is Thomas. 
My initial is S and I'm married. 








USB 







Linda: My surname is Lee. My given name is Linda. 
My initial is N and I'm married. 




CO-AffUCAHT 


Tific 
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Mr. Jcckson: What is your heme phone number? 

What is your business phone number? 
Tom: My home phone number is 251-6698 and my 
business phone number is 731-4611. 





Mr. Jackson: What is your address and postal code? 
How long have you lived there? 
Tom: My address is 400 Campbell Street. The 
postal code is V6T 2T3. We've lived there 
for one month. 




Mr. Jackson: What was your previous address? 
How long were you there? 
Tom: We lived at 1533 Transit Road in Toronto for 
four years. 




Mr. Jackson: Mr. Lee. do you have two pieces of identifica- 
tion? I also need your Social Insurance 
Number and. your birth date. 
Do you have any children? 
Tom: Here's two pieces of identification and my 

Social Insurance Card. I was born June 19. 1950. 
We don't have any children. 




Mr. Jackson: 



Tom: 



Mr. leQj what is your occupation? 

Do you work full time or part time? What is 

your employer's name? How long have you 

worked at The White Spot Restaurant? 

I'm a cook. I work full time for The White 

Spot Restaurant. 

rve worked there for four weeks. 










VB5 / 





Mr. Jackson: Mrs. Lee> do you have two pieces of identifica- 
tion? I also need your Social Insurance Number 
and your birth date. 
Linda: Here's two pieces of identification and my 

Social Insurance Card. I was born March 12> 1960. 




Mr. Jackson: firs. Lee> what is your occupation? 

Linda: I'm a waitress. I'm looking for o job. 




Mr. Jackson: 



Tom: 



Mr. Jackson: 



Mr. 



Tom: 
Jackson: 



Mr. and Mrs. Lee do you understand what a 
joint account is? 

Yes-r we had a joint account with your bank in 

Toronto. We understand how it works. 

Do you agree with the terms and conditions of 

having a joint account? 

Yes> we do. 

In that case> Please check your application... 
and if there are no mistakes^ write your initials 
and signatures at the bottom of the page. Thanks. 



I agree to the terms and 
conditions of this bank: 



0 Account Agreement 
Joint Agreement 



Initials 



Customer Signature: 



Customer Sipncture: 
Xji/v\Jyo> 71. Xie^ 



Opened By: Authorized By: 
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Exercise 9 Filling in a New Account Application 



Read and fill in the new account application . 



Use your surname, given name, address, identifications and 
occupation. 

For a joint account, fill out the applicant and co-applicant 
parts cf the application. 

For nn individual account, fill out the applicant part of the 
application. 



Bank of Montreal 



0«* 



New Account Application 



.19 
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CUSTOMER AITHORIZATION 
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Exercise 10 More Information on New Bank Accounts 



Read and discuss . 



An Individual Account , is used by one person. 

If you are opening an individual accounts you only fill in 
the APPLICANT part of the application. 

A Joint Account is used by more than one person. 

If you are opening a joint accounts you fill in the APPLICANT 
and CO-APPLICANT pert of the application. 

Signature Cards 

Most banks ask you to sign, a signature card when you open a 
new bank account. Banks use signature cards to check your 
signature when you cash a cheque. 



This is g signature card . 
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LEE- 


THOMAS 6UU 
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□ COI 
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□ CA 






Specimen Signature (s) 
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E xercise 11 Tell-Q-Storv Using q New Account Application 
R ead the QPollcQtlon and answer the questions . 
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CUSTOMtW AUTHORIZATION 
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Write 3 sentences about the applicant . 
l._ 



3. 



Write 3 se ntences about the co-apol leant . 
1.. 



z. 

3. 



erIc 
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Exercise 12 A Crossword Puzzle: Opening a New Bank Account 
Fill in the blanks and write the words on the puzzle . 



Across 

1. last name 

i 

2. job 

Q. 

3. when you were born 
b 

^. first name 

a 

5. over 65 years old and 
not working 



6. Soc.Ins.No. 

S 



I 



Down 

7. not married 
s 

8. boss 

e ■ 

S. Mr. /Mrs. /Miss/Ms. 
t 

10. V6R 2N9 

£ c 

11. no job 

u 

12. person applying for 
new account 

a _ 



N 


5. 




1- 

















Use these words: 






applicant social insurance number 


single 


surnamie 


retired unemployed 


employer 


given name 


birth date occupation 


postal code 


title 
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Exercise 15 



'. wfds for SQvlncs Accounts 



Practise these questions and answers . 

1. What's a savings account? 

It's a bank account for saving 
money . 




2. What's a deposit? 

It's the money you put Into 
your bank account. 




3. What's a withdrawal? 

It's the money you take out 
of your bank account. 




ERIC 



4-> f ) 



21 



Words for Savings Accounts 



4. What's interest?' 

It's the money the bank 
pays you for using your 
money . 




5. What's the balance? 

It's the money left in 
your bank account. 



6. What's a service charge? 

It's the money you pay the 
bank for using your account. 




0CTi5 [San~5*7s^v? 
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Words for Savings Accounts 



7. What's a deposit slip? 

It's a bank form.. You use 
a deposit slip to put money 
into your account. 









« I 




mANK or COMMCItCC 


■ s 






t to 






KM 




imo" "COW** ^ 


■ 






















DCFOSrr Au. nraOMM. jccoutrt at rm 


' — r>.-^'4i 





8. What's a withdrawal slip? 

It's a bank form. You use 
a withdrawal slip to take 
money out of your account. 



:w3B '■ 



. OOUAMJ 



9. What's a pass book? 

It's a small book that 
provides a record of all 
the deposits^ withdrawals^ 
service charges and interest 
payments made to your 
account. 
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Exercise 1^ Words for Savings Accounts 
Match the pictures and the words . 



withdrawal slip 
deposit slip 



deposit 
withdraw 



savings account 
passbook 




<i> 



— = : aas. 



1 <•> 1 


i ''■ 
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; i"^ i 
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Exercise 15 V/ords for Savings Accounts 
Read and fill in the blanks . 



1. The [r.oney left In a bank account is celled the 

2. A bank account used for saving roney Is called a 

3. Money put Into a bank, account Is called a 

li. Money you pay the bank for using your bank account is 

called a 

5. Money taken out of a bank account is called 

6. The ir-oney paid by the bank for using your n:oney is called 

7. A book that provides a record of all deposits, withdrawals 
interest payments and service charges is called a 

8. The bank fonr.. you use to put money into a bank account 

is called a 

9. The bank fornix you use to take money out of a bank account 



is called 



deposit 

withdrawal slio 
balance 



service charge savings account 
withdrawal interest 
deposit slip pass book 



Exercise 16 Depositing Money In a Savings Account 



Read and answer the Questions . 




Jim DelDhes has a savings account. He's saving to buy a new 
car. He has a good job. He works as a mechanic at a garage. 
Jim saves part of his pay cheque each month. On pay day^ Jim 
goes to the bank to deposit part of his pay cheque. He uses a 
deposit slip to put money into his savings account. Today Jim 
deposited $71.00 in cash and $550.00 from his pay cheque. He 
withdrew $^O.QQ cash for the weekend. 

1. What kind of bank account does Jim have? 



2. What is Jim saving for? 



3. What is Jim's job? 



4. What bank form does Jim use to deposit money into his account? 



5. How much money did Jim deposit? 



32 



Exercise 17 The Deposit Slip 

This is the bank form used for depositing money into a bank 
account. 

Read and answer the questions . 
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421 bo 
4olco 


OEPOyrr Aa l»ERSONAL ACCOUNTS AT THIS BRANCH 




MET 
0€POSIT 


► -581 bo 



1. What is Jim's account number ? 



2. List the cash Jim deposited. 



3. How much cash did Jim take out for the weekend? 



4. How much was Jim's net deposit ? 



5. What date is on Jim's deposit slip? 
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Sxgrcl?^ IS Filling In a Deposit SUd 



Fill in the deposit silos . 

Date - January 10. 1987 
Account Number - 01-876111 
Depositor's name - Peter Oliveri 

List of cash - 2x1 - $2.00. 4x5 - $20.00. 1x20 - $20.00 
List of cheques - paycheque - $200.00. cheque » $40.00 
Cash received - $20.00 



<s> 

CANADIAN iM»»CIIIAU 

BANK- OF COMMERCE 


X 1 






TOTAL 
CASH 






X 2 






CHCOUIS 
ANO 

cou^NS 

•1 iMcasawvl 






X 5 






OATI 


ACCOUNT NUMIf «( 


X 10 






X20 






cncon- ACCOUNT or 


X 






COJN 






SCHATUM FOU CASH HSCtlVf 0 


sua 

TOTAt 

U5S CASH 
KtCSIVtO 










DEPOSrr Aa PERSONAL ACCOUNTS AT THIS BRANCH 




HP 
OfTOSlT 


> 





Date - March 1. 1987 
Account Number - 01-932222 
Depositor's name - Sonya Prasad 

List of cash - 6x2 = $12. 5x5 = $25. 2x10 = $20. 1x50 « $50 

List of cheques - paycheque = $175.00. Family Allowance Cheque =$93. 

Cash received - $50.00 



CANADIAN IMFCRIAl. 


X 1 






TOTAL 1 
CASH 1 




X 2 






CHCOUCS 






BANK OF COMMERCE 


X 5 






ANO 
COU^NS 






OATf 


ACCOUNT NUMflEM 


X 10 






Itm on 










X20 












won ACCOUNT OF 




X 
















corN 


















SUB 
TOTAU 












USSCASM 
WKtlviD 




DEPOSrr Aa l»€RSONAL ACCOUNTS AT THIS BRANCH 




Of«5s^T 


F 
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Exercise 19 Withdrawing Money from a Savings Account 



Read and fill In the blanks . 




Jim usually buys groceries once a week. He shops on Thursday 
night after dinner. He goes to the bank Thursday afternoon 
and withdraws sixty dollars from his savings account. He uses 
a withdrawal slip to take out the sixty dollars. He likes to 
pay cash for. groceries. Jim doesn't like to pay by cheque. 



1. Jim usually. 

2. He shops on. 



5. 

5. 



3. He goes to the. 
sixty dollars. 



He uses a 



He likes to pay. 



.groceries once a. 
night. 



Jim doesn't like to 



.Thursday afternoon and. 



to take out the sixty dollars. 



.for groceries, 
.by 



groceries 


bank 


week 


cash 


withdraws 


withdrawal slip 


Thursday 


cheque 


pay 
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Exercise 20 Filling In q Withdrawal Slip 
Read and answer the questions . 



NOT ran USE 

OUTStM TMS OOTd 



CANADIAN IMI>CltlAl. 

BANK OF COMMERCE 



OATt 




9. 1^86 



ACCOUNT NUjlSBeS 

CI -25^^<o 



HUNCH 



TCCEIVED FROM CANADIAN IMPgaiAl. BANK OF COMMERCE S 6Q • QQ 



0OU>HS 



WITHDRAWAL 

Mt. SAVMCS ACCOUNTS 



W S>GNATUWt (WJAfti SIGN IN WO 



WONT Of TtU£«l 



IMS FORM MAY K USCO TO TKANSRH FUNDS Wm«N TMS BMNCH TO ANY OTMSM ACCOUNT 

1. What is the date and account number on Jifn's withdrawal 
slip? 

2. What is the address of Jim's bank? 



3. How much money did Jim withdraw from his account? 

4. Fill in the blanks . 

$ 65.50 Dollars 

$ ^3.00 Dollars 

$101.00 Dollars 

$ 57.35 Dollars 

$ 50.75 . Dollars 

$135.00 Dollars 
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Exercise 21 Filling In a Withdrawal Slip 
Fill in these withdrawal jHps . 

Date - July 17. 1987 

Account number - 01-876111 

Branch - Broadway and Commercial Branch 

Received from Canadian Imperial Bank of Commerce - $81.00 

Signature for Peter Oliveri 



NOT ran use jr 
OUTSOC TW o«ws 

CANADIAN IMf>CIIIAl. 

BANK OF COMMERC 




DATE 


:e • 


ACCOUNT NUMBER 


■RAMCH 


RECEIVED FROM CANADIAN IMPERIAL BANK OF COMMERCE 


s 


OOUARS 


WITHDRAWAL 

1 ALL SAVINGS ACCOUNTS 




SIGNATURE (nJbASE SIGN IN FRONT 01^ TELLER) 



THIS KRM MAY •£ USED TO TRANSFER FUNOS WITHIN 1H£ BRANCH TO AMY OTHER ACCOUNT 



Date - March 2. 1987 

Account number - 01-932222 

Branch - Hastings and Granville Street Branch 

Received from Canadian Imperial Bank of Conferee - $110.50 

Signature for Sonya Prasad 



NOT FOR USE ^ 

ouTsioc TMs omcz 




OATi 


CANADIAN IMf>CI»tAU 

BANK OF COMMERCE 


ACCOUNT NUMBER 


BRANCH 


RECEtVEOfiROM CANADIAN IMPERIAL BANK OF COMMERCE 


s 


OOUORS 


WITHDRAWAL 

AU. SAVINGS ACCOUNTS 




SIGNATURE iniASE SIGN IN tnOHl OF TELLERl 



THIS FORM MAY BE USED TO TRANSFER FUNOS WITHIN THE BRANCH TO ANT OTHER ACCOUNT 



Exercise 77 



The Passbook 



This is a page from Jim's passbook. 
Read and dlsrii«;c!. 



DATE 



JAf-l 10 

JAN 12 
JAN 17 
JAN 20 
JAN 21 
JAN 24 
JAN 26 
JAN 28 
JAN 31 



FEB 4 
FEB 7 
FEB 9 
FEB n 
FEB 14 



WTTHOIUWAt 




*****30.0C 

****100.0C( 
***»35.00 

****300.0C 

*»♦»**» 5^ 
****195.5C 



***»*200, 



♦♦*»*100. 
*****200. 



***»*50.0C 
***1000.0C 



♦♦***150, 
*»*»*500, 



00 



00 



00 
00 



00 
95 



00 
00 



BALANCE 



*****594.75 
*****564.75 
*****714.75 
*»»**614.75 
*****579.75 
*****924.75 
****1024.75 
*****724.75 



»*»»*926.16 
*****730.66 
*****880.56 
**** 1380.66 
****1330.66 
****»330.66 



The bank uses DEP for deposit 

WD for withdrawal 
CHQ for cheque 
INT for interest 
SC for service charge 
These banking words are explained on pages 2h 22 and 23. 
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Exercise 25 Using q Passbook 

Read the storv and fill in the blanks . 



Jim is saving for a new car. His 
passbook provides a record of all 
his deposits^ withdrawals^ interest 
payments and service charges. The 
teller keeps Jim's passbook up to 
date. 

1. A passbook provides a record of all 
payments and 



charges. 



The. 



keeps the passbook up to date. 



deposits 


withdrawals 


teller 


interest 


service 





2. Look at Jim's passbook on page 52. 



Jim. 
Jim. 
Jim. 
Jim_ 
Jim, 
Jim 



_$_ 

_$_ 
_$. 
$ 



on January 10. 
on January 12. 
on January 51. 
on January 21. 
on February 9. 
on January 24. 



Jim's interest payment on January 31 was 

Jim's balance on February 11 was 

Jim withdrew 



on February 14 for his new car. 
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Exercise 24 



A Readinc Exercise on Savings Accounts 



Discuss . 

Do you have a savings account? 

What rate of interest dees your savings account pay? 

What are you saving for? 

Read and discuss . 

Savings accounts are for people who want to save money. 
The Regula r Sovings Arrniint . 

•A regular savings account pays a high rate of interest. 
•Cheques cannot be cashed cn a regular savings account. 
•Cash withdrawals are made at the bank. A withdrawal slip 
is used. 

•A passbook provides a record of all deposits, withdrawals, 
interest payments and service charges, 
•interest is paid on April 30 and October 31 each year. 

The Daily Interest Savings Account . 

•A daily interest savings account pays a lower rate of 
interest. 

•Cheques cannot be cashed on a daily interest savings 
account. 

•Cash withdrawals are made at the bank. A withdrawal slip 
is used. 

•A passbook provides a record of all deposits, withdrawals. 

interest payments and service charges. 
•Interest is calculated on the final daily balance in the 

account each day. 

•Interest is paid on the last day of each month. 
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Read the Sentences and Fill in the Blanks 



1. The two kinds of savings accounts are 

savings account and 

savings account. 

2. A is used to take cash out of 

a savings account. 

3. A is used to record cll deposits. 

withdrawals, interest and service charges in savings 
accounts. 

^. Interest is paid on 30 and 

31 in a regular savings account. 

5. Interest is paid at the last day of each -__ 

in a daily interest savings account. 



Regular 
April 



V.'ithdrawal Slip 
month 



Daily Interest 
passbook 



October 
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English As A Second Language 
Cornnunity Survival Skills 



CHEQUING ACCOUNTS 







i 
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Exercise 25 



Words for Chequing Accounts 



Read and practise these questions and anstvers. 



1. What's a chequing account? 
It's a bank account for people 
who want to pay bills and 
shop by cheque. 




2. What's a bank statement? 
It's a list of all the 
deposits and cheques written 
on a chequing account. The 
bank mails it to ycu every 
month. 



JOHN J. ARMSTRONG 
uw MCXJMN ixivK n*.nu 



■XT: 



5. What's a cancelled cheque? 
It's a cheque that has been 
cashed by the bank. 





■n-3 ■0' 
j 1 * 7 
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Words for Chequing Accounts 



4. What's a personal cheque? 
It's a cheque that has your 
name, address and phone 
number printed on it. 



JOHN AMWIKOMI 



IIDNM 



N! Ill 



IMltHMNia-OOMINlbN MNK 



-«o- 



5. What's on endorsed cheque? 
It's a cheque that has been 
signed on the back. You 
endorse a cheque to cash 
a cheque. 




5. What's a record book? 
It's 0 personal record of 
0 chequing account. It's 
your list of all your 
deposits and withdrawals. 





•lU 


:• Wrf***^*!* M"M.' j ••MOW*' 


. 79fll.3l 


•h 


M« 

w 




'<? 








- «|.*> 


— tmf^ mtmm utmmt^ O 






•h 




- »>ih.^.«.«i« . , 


7ei 


1 




- ■ L - ia ro 


■> Mm ji.m* 'J!S 


tlx 


sf 


'/* 


Id' 


- JifhnK.S»^.. ; 4,a 










- « 


/«> 




*^«^ c 




f 1 




III 


- e-r, -mmiur w 
















1 








te<>..r 1 
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i ^atch the words and the pictures . 



® 



a chequing account 



a bank statement 



a cancelled cheque 



an endorsed cheque 



a record book 



a personal cheque 



® 



N? m 






1 >•>< It 



< • • > 
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COPY AVAILABLE 



Exercise 27 Writing a Cheque 



Read and practise the conversatio n. 




John Armstrong Is buying groceries. Ke wonts to pay by cheque. 

John: How much do I owe you? 

Cashier: That will be $45.75. 

John: Do you take personal cheques? 

Cashier: Yes with two pieces of identification. 

John: I hove my driver's licence and a credit card. 

Cashier: That's fine. 

John:- Who do I make it out to? 

Cashier: Bill's Market. 

John: Here's my cheque and two Pieces of I.D. 

Cashier: Is this your present address and phone number? 

John: Yes> it is. 

Cashier: I'll just be a minute. I'm going to write your 



John: 
Cashier: 



driver's licence and credit card number on the 
back of your cheque. 

Thanks. 

You're welcome. Hove a nice day. 
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Exercise 28 Writing a Cheque 

Read Qnd fill in the blanks and practise with a friend . 




104 



i 



1 Te^ksnJt, %fH'7ifS^ 

/yU4^' DOLLARS \ 



ieToromto-Dc 



IHETOROnrrO-DOMiNION BANK 

499 GRANVILUE <• PENDER STS. 
. V><^COUVER. a& V6C IVS 



'T/Tlntnftrhna 

3 a n t t 111 ' 



A. How much do I owe you? 

B. That will "be ^with tax. 

A. Do you take personal cheques? 

3. Yes with Pieces of 

A. Who do I 

B. 

A. Thanks. 



it out to? 



AY 

TO THE 
ORDER OF. 




-mEToRoitrro-DoMiNioN bank 

499 GRANVItXE « PENDER STS. 
VANCDUVER. B.& VCC IV3 



.19. 



N? 103 



Dollars 



n«;0 3n* i:R5 I 20'"00Ut: OR 10«"0 H30&7S..I" 
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A. How rruch do I owe you? 

B. That will be ^^.'ith tax. 

A. Do you take checues? 

B. Yes. with 

A. Who do I 

B. 

A. Thanks. 



pieces of 
it out to? 
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Exercise 29 Writing q Cheque 

Read John's cheoue . 



JOHN J. ARMSTRONG 

1379 MCLEAN DRIVE 
VANCOUVER, B.C. 
PHONE 294-71SS 

PAY TO THE 
ORDER OF 



'mETORONTQ 



•Dominion bank 



NS 111 



.25. 



/:00 DOLLARS 



49t GKANVILLE & KNOER STS. 
VANCOUVBi. I.& V«C 1V3 



Write these cheques using vour name, address and cltv . 
For $37.99. Pay to University Hardware. 



NS 104 



.19 



AY 

TO THE 

OROBR or_ 



'mETORONTO-DOMINION BANK 

499 QRANVtLU « PCNOER 9TS. 
VWICOUVER. B.C. V6C l»9 



Dollars 

lOO 



I I 



For $129.39. Pay to First City Tire Co. 



N? 103 



P: 



.19 



LAY 
TO THE 
ORO£R OF- 



I 711ET0R0^fT0'D0MIN10N BANK 

I 499 GRANVILLE & PCNOCR STS. 

{ VANCOUVER. B.C. V6C 1V3 

5 I 



Dollars 
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Exercise 50 Using a Record Book 

Read the storv and fill In the blanks . 



John Armstrong paid by cheque at Bill's 
Market. He wrote the amount $^5.75 in 
his record book. He keeps a record of 
all his cheques and deposits. So he 
always knows what the balance is in 
his chequing account. 

John Armstrong paid by at Bill's market. He 

keeps a record of all his and 

in his book. 



cheques deposits cheque record 



This is a page from John's record book . 



DATE 


CHEQUE 
NO 


CHEQUES ISSUED TO 
OR OESCWWnON Of 0EW3SIT 


CHEQUE 
AMOUNT 




DEPOSIT 
AMOUNT 




BALANCE FOR 

760 


WARD 


•h 


m 






10 








CHtOUt - 

oirosiT ♦ 


- « 


• to 




•AUUtCt 0 




27 


•h 




'° Tht Hufeh Clolfium 




70 








"CHSQUI - 
OtrOSIT ♦ 


- 22 


7o 


blue J<ttn» 




71 Z 


5f 




HO 


™ ^epherdi Shoes 




/6 








CHtOUt - 

otrosiT ■»• 


" 1<\ 






•AlANCt 0 


m 


f .1 




m 














CHtQOi - 
OIWSIT • 






'OH ^roceietes 


•AlANCt 0 




6S 






^° be.posLt 








^5C0 


CO 


fiMiBor - 

OtPO«lT * 


+ 500 


00 




•AlANCI 0 


1137 


6ft 



On January \1, John wrote a cheque to for $ 

On January 2L John wrote a cheque to for $ 

On February 2. John's balance was $ 

On February 10. John his pay cheque for $ 
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Exercise 31 Writing In A Record Book 

These are pages from a record book for a chequing account. 

Fill in the followino information . 

June 10. a cheque number 119 to The University Hardware 
for $37.99 

June 15. a deposit of a pay cheque for $350.00 



On June 15. the balance in this chequing account is $ 



OAH 


CHIOUI 

NO. 


CNCOUCS tSSUiO TO 

OR oiscmmoN or oifoot 


CHCQUt 
AMOUNT 




OII^JSIT 
AMOUNT 




BALANCE FORWARD 






67 


'■1 




to 












CHMUC - 

otmn 






WR 


•MAMCI {) 










TO 












cutout - 

otwsrr * 








lAUkNCS 0 







May 15. a cheque number 501 to The First City Tire Co. for 
new tires for $129.39 

June 21. a deposit of a pay cheque for $100.39 

On June 21. the balance in this chequing account is $ 



OATI 


CHIOUE 
NO. 


CHtQUCS ISSUtO TO 

OR oiscRipnoN or otrasiT 


CMIQUI 
AMOUNT 




OfFOSIT 
AMOUNT 




BALANCE FORWARO 




361 


17 






TO 












CMiQUf - 

otrostt * 






Km 


•AiAMCI 0 










TO 












CMtQUS - 
OfOSIT - 






»0« 


SAUNCI 0 







STC0PYAVAILA81/ 



0 
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Exercise 52 



The Bank Statement 



This is a bank statement. Most banks mail their customers a 
bank statement and all their cancelled cheques every month, 
so customers can check their bank statement with their 
cancelled checks. 

Read and discuss John J. Armstrong's bank statemen t for October. 



JOHN J. ARMSTRONG 

IU7 MCtSAN DKTVB 2S4>nSS 
VANCX>UVBXt V9L 3N7 



'TH. :ATr£ = 'N£ =. '.'f''.,.l' 

X';5 lOAN oav«nT 
•.^ ■ ■ '.jA'. ••i'i.-^ ■ ■ 

■XT!'; iNjTAm: TELLt" «I^M'-SAWA_ 



JEAN TAUOS A "»!£ 1* 
OEOOt '29 

„wT;: ;^^^.■^;T 



'30. T 



Please note : debits are withdrawals 

credits are deposits 
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Exercise 33 Checking On A Bank Statement 
Read the st orv and conversation . 




Every month, the bank mails John Armstrong a bank statement 
for his chequing account. His October bank statement is shown 
on page ^5. John noticed that his October lAth pay cheque for 
$550.00 was not recorded on his bank statement. John decided 
to go to the bank. 

Teller: May I help you sir? 
John: Yes. my October mth nay cheque for $550.00 isn't on 
my bank statement. 
Teller: What is your name and account number? 
John: My name is John Armstrong and my account number is 
12-12345. 

Teller: Just a minute and I'll check our records You're 

right, there is no record of a deposit made on 
October 14th. Let me. check again... 
Mr. Armstrong, what is your son's name? 
John: My oldest son is John Armstrong Junior. 

Teller: There is a deposit for $550. on October 14th in his 
account... I'm very sorry. This is our mistake. We 
deposited your pay in your son's account. I'll correct 
the mistake and I'll call your son. 
John: I'm glad you found the mistake. I was very worried. 

Teller: Thank you for letting us know. 



46 
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Read the conversations and fill in the blanks . 



You deposited a cheque for $98.01 on May 5. 

You can't find the deposit listed on your bank statement. 



Teller: 



I 



.you? 



You: Yes^ my May 5. 
r.y bank 



of $ 



isn't listed on 



Teller: What is your. 
You: My name is 



and account 



and my account 



number is 32-17852. 
Teller: Just a minute^ I'll check our records. 



deposit 


name 


help 


May 


number 


$98.01 



You check your bank statement and find a deposit of $101.18 
made on June 27th was added incorrectly to your balance of 
$500.00. / 



Teller: May. 



help 



You: Yes^ I deposited $ 



on 



27th. There 



is a mistake. My balance is listed as $601.78. It 
should be $500.00. 



Teller: What is your 

You: My name is _ 
number is 



and 



number? 

and my account 



Teller: Just a minute. I'll 



our records. 



I 


$101.78 


you 


17-87522 


June 


name 


account 


check 
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Exercise 55 



A Readlnc! Exercise on Cheoulno Accounts 



Discuss . 

Do you pay your bills by cash or cheque? 

Do you have a checuing account? 

What kind of chequing account do you have? 



ERIC 



Read and discuss . 

Chequing accounts are for people who want to pay bills and 
shop by cheque not cash. 

The Personal Chequing Account . 

With a personal chequing account - 

•You can write cheques. You pay a service charge on each 
cheque written. 

*A bank statenent and all cancelled cheques are railed to 
you each .i:onth. 

•Interest is net paid on a personal chequing account. 
A Package ChecuinQ Account . 

A package chequing account offers a chequing account with all 
other bank services. You rust have a VISA card to have a 
package chequing account. 

With g package checuing account - 

•You are charged a fixed ronthly fee. 

•There is no service charge for ihcney orders, traveller's 
cheoues. and bank drafts. 

•You can write cheoues without a service charge. 

•A bank staterr.ent and all cancelled cheoues are nailed to 
you each month. 

•Interest is not paid on a package cheauinc account. 

54 



A PQCkqqe Chequlno Account (Continued ) 



*A bonk statement and all cancelled cheques are iTiailed 
to you each month. 

•Interest is not paid on a package chequing account. 
Combination Account . 

A combination -account is a chequing account that pays 
interest. 

With a combination account - 

*The rate of interest paid is based on the balance in 
your account. 

*A bank statement and all cancelled cheques are mailed 
to you each month. 

•There is no service charge for writing cheques if your 
monthly balance is $500 or more. 



E xercise 36 A Crossword Puzzle; Scvlnos and Chequing Accounts 
Read, fill In the blanks and write the words on the puzzle . 



ACROSS 

1. to put money into a 
bank account 



DOWN 

6. A book providing a record 
of all deposits^ withdrawals 
and interest is called a 



2. to take money out of 
a bank account. 



3. The cashier in a bank 
is called 



4. A 

cheque is a cheque that 

■has been cashed by the 
bank. 

5. An account for saving 
money is called a 

account. 



7. An account for paying bills 
and shopping by cheque is 
called a 



account . 

8. A cheque has 

the custon!er"^s name> address 
and phone number printed on it 

9. is the money 

the tak pays you for using 
your money. 

10. A _ _ statement is a list 
of all tITe deposit and cheques 
written in a chequing account. 



deposit 


chequing . 


savincs 


teller 


personal 


Passbook 


bank 


cancelled 


withdraw 


interest 
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Exercise 37 Paula Uses a Bank Machine " 



Read the story and fill in the blanks . 




Paula Sondhu is a nurse. She often works at night. 
Paula likes using a bank machine: 

She can bank anytime - day or night. 

She can deposit money in her chequing and savings account. 

She can withdraw cash from her account. 

Slie can check her balance. 

She can transfer money from one account to another. 
She can pay her hydro, telephone, gas and credit card. 

However, bank machines cannot do everything. A bank machine 
can't open a new account or give Paula a loan. 



Bank machines are open hours a day. You can 

cash from a bank machine. You can check your with 

a bank machine. You can pay your and 

and card bills. Bank machines 

can't new account or give . 



2^ open loan gas telephone 

balance hydro credit withdraw 
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Exercise 58 The Bank Machine and the Bank Card 



Read and discu ss. 

A bank card Is used in a bank machine. 
This is a bank machine. 




This is a bank card. 




Wcrning : It is important to memorize the identification 
number on your bank card. No one can use your 
card without your identification number. 
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Exercise 39 Five Steps for Uslnn q Bank Machine 
Read and practise . 

These are the five steps for using a bank machine* 



1. Put your bank card in the bank 
fnachine and type in your 
identification number. 



2. Choose what you want to do and 
press the right buttons. 




3. If you are paying a bill or 
making a deposit, put the 
envelope into the bank machine. 




^. If you are withdrawing money, 
take the cash out of the bank 
machine. 




5. Take your card out of the bank 
machine and remove your bank 
receipt. 




*Adapted from B yte on a Ch ip 

by Pat Redhead. Oxford University Press 1984. 

Er|c 5^ 

ummmmmm 



Exercise 40 The Bonk Machine 

This is the front of a bank machine . 



CM^ 


Oepwit 




EMloted 


' ' 

fceotti 


( — ■ — ^ 
Acftxmi 


— ^ 1 





Rom 



To . 



Saving 



i 



To 



wmm 










OK 



The buttons on the left tell the bank machine to 

* withdraw cash 

* give your account balance 

* transfer money 

* make a deposit 

The buttons on the right tell the bank machine how much money 
you want to withdraw or deposit in your account. 
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Exercise ai Using a Bank Machine 

Read and r efer to the bonk machine on page 55 . 



If you press Deposit. Payment Enclosed. To Savings. 
Decimal Point. 1.2. you will deposit $141.12 in your 
Savings Account. 

If you press Withdraw Cash. From Chequing. 8.0. Decimal Point. 
0.0. you will withdraw $80.00. 

If you press Account Balance, the bank machine will tell you 
your balance. 

If you press Transfer. From Chequing. To Savings. 1.8.5. 
Decimal Point. 0.0. you will transfer $185.00 from your 
chequing account to your savings account. 



Answer the questions . 

1. If you press Transfer. From Savings. To Chequing. 1.1.1. 
Decimal Point. 5.0. 
you will 



2. If you press Withdraw Cash. From Savings. 4.0. Decimal 
Point 0.0. 

you will 

3. If you press Deposit. Paym.ent Enclosed. To Chequing. 7.5. 
Decimal Point. 2.5. 

you will . 

^, If you press Deposit. Payment Enclosed. To Savings. 8.0. 
Decimal Point. 5.0. 

you will 

■ I 

5. If you press Withdrew Cash. From Savings. 2.0. Decimal Point 
0.0. 

you will • 

5. If you press Account Balance, the bank machine will 
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English As A Second Language 
CotTHnunity Survival Skills 

APPLYING FOR A LOAN 
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Exercise 42 Words For Applying For A Loan 
Practise the questions and answers . 



1. What's a loans officer? 
The person at the bank 
who lends money. 




2. What's a monthly payment? 
It's the part of the loan 
you agree to pay back 
each month. 



You will pay what you ow« according to tha method Indleatad b«l' 

®\tuwi«pay$ _..%.._Q2i. on Apwl 8 * 

andttMnpayin. ZX, ^ aqual rnontMy instalments o( principal and 

of S 3<?;^'?f. ._«ac»i on tht. © . day o« tacft montt» 

on..... ApRii ^ . ... „ .19 8ii .Thtbalanee.you 

IncrastwUbtduaon ___Apb4._6 ^_..l9_SSr 



3. What's a total payback? 



It's the money you borrowed 
plus oil the interest 
payments. 
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What's the Interest on a 



loan? 

It's the money you pay the 
bank for borrowing money . 




What's a loan application? 
It's the bank form you fill 
in when you're applying 
for a loan. 
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What's a loan note? 
It's the bank form you 
sign agreeing to pay 
your loan back. 
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Exercise 45 Words for Applying For a Loan 
Match the words with the pictures . 



loon note 
total payback 
loans officer 
monthly payment 
Interest 

loan application 




ymwmft mt mi *a ■■ gl m fMw u Mi K liiil I " 

^^^mt . ^(,JiZ. -Apml8 »84 

M«««Mr«_ Zi. i M i M ix i ■■ m ii«otpww»* 
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Exercise 



APPlvlnn For A Loan 



Read the storv and conversation . 

Maria and Paul Vanen are expecting their first baby. They 
want to build a small room for the baby. Paul decides to 
apply for a personal loan to pay for the room. He spends 
a week visiting banks and credit unions looking for the 
best loan. He finally decides on the Bank of Nova Scotia. 



Loans Officer-: 
Paul : 

Loans Officer 
Paul 

Loans Officer 
Paul 

Loans Officer: 



Paul: 



Loans Officer: 



Paul: 
Loans Officer: 



May I help you sir? 

Yes I'd like to apply for a loan to build a 

new room in our house. 

How much do you want to borrow? 

I want to borrow $2000. 

For how many years. 

What are the monthly payments for a one year 
and two year loan? 

On an interest rate of 14% your monthly 
payments on a one year loan of $2000 will be 
$179.57. . .Your monthly payments on a two year 
loan will be $96.02. 

What's the total payback for the one and two 
year loans? 

For a one year loan of $2000 the total 

payback is $2154.84. . .For a two year loan> 

the total payback is $2304.48. 

I'll borrow $2000 for two years. 

Alright. Please fill in this loan application. 

It takes a few days to check your references 

and credit rating. I'll call you. 
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Exercise 45 Add 1 vine For A Loan 

Read and ft II in the blanks . 

Refer to PquTs conversation on page 61 . 




Loans Officer 
Paul 

Loans Officer 
Paul 

Loans Officer 
Paul 

Loans Officer: 



I 



.you? 



Yes I'd like to for a . 

How _do you want to ? 

I want to borrow $ . 

For how many _7 

What the monthly payments for a one year 

and two year loan? 

For an interest of 14%. your monthly 

on a one year loan of $2000 will be 



Paul: 



Loans Officer: 



Paul : 
.ouns Officer: 



$179.57. . .your monthly payments on a two year 
loan will be $96.02,, 

What's the payback for the one and two 

year loans? 

For a one year loan of $2000 at 14%. the total 
payback is $2154.84. For the two year loan. 

the total is $2304.48. 

I'll borrow $2000 for two . 

Alright. Please, fill in this loan . 

It takes a few days to check your 

and rating. I'll call you. 



May help 
apply loan 

appl ication 



borrow paym.ents much years total 
$2000 payback are rate years 
credit references 
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Exercise 45 



PquTs Loan AoplicQtlon 
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Exer cise 



The Loan Application 



Read and answer the questions. 

Refer to Paul's loan application on page 63. 

1. What is the purpose of Paul's loan? 



2. Who does Paul work for? 

What is his job? ' 

How long has he worked there? 

What is his gross monthly income? 

What other income does Paul have? 

3. Paul's three close friends or associates are: 

name relat i onsh i p/occupot i on 



name 


relationship/occupation 


Name 


relationship/occupation 



4. What is the value of Paul's house? 

5. What is his monthly mortgage? 

6. What kind of a car does Paul own? 

7. Where is Paul's bank? 

What bank accounts does Paul have? 

8. When is Paul's first payment on his loan due? 
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Exercise U7 (Monthly Payments on Loans 
Read and fill in the blanks . 



Monthly Payments on $2000 Loan 



Rate 


1 year 


2 years 


3 years 


12% 


$177.69 


$ 94.14 


$ 66.42 


m% 


$179.57 


$ 96.02 


$ 68.35 


16% 


$182.40 


$ 98.88 


$ 71.30 


18% 


$183.35 


$ 99.84 


$ 72.30 



I'd like to borrow $2000. 
For how many years? 
For 2 years. 

The interest rate is 18%. Your monthly payments are 
$ - and your total payback is $ . 



A 
B 
A 
B 



I want a loan for $2000. 
For how many years? 
For 1 year. 

The interest rate is 12%. Your monthly payments are 
$ and your total payback is $ . 



A 
B 
A 
B 



I need a loan for $2000. 
For how many years? 
For 2 years. 

The interest rate will be 16%. Your monthly payments 
are $ and your total payback is $ 



A 
B 
A 
B 



I'd like to borrow $2000. 
For how many years? 
For 1 year. 

The interest rate is 14%. Your monthly payments are 
$ and your total payback is $ 
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Exercise ^8 PquPs Loan Note 

Read and an swer the questions. 



Scotiabank ^ 



Scotia Plan Loan 



Protntssory Note^ 



. HE BANK OF NOVA SCOTIA aum IAaacK ^ t<i 8 (o 



Branch 
nam* and 
a<»dr««t 



Co D o n oww'* 
M nam* 
and addiao 



lnlhi«piBni l >ao>y n o>a . U»»»io»d«Ta«andy»Mrm«anlha6o n »>arandc»Bowwwf.Uaiy Wa^aur and uamMnTha Bank o( Nova ScoUa. 
•Pia principal amount o<you> loan ia c o iw poa I d ofc 

(atameuMofmenayttbapaidMyouartdbadiaPunadonyourdlractian % 2ooo .Op 

(b)anieunc you ai«aduab*«omai«i«b--igeenaoWatadvnttittM loan 

cftatgM and (a«« 10 ba financad: 



• duabiMy Hiaucanca pranMunia 

• lagiaMbanand/orsaarcttlaat 

• att)ar(d*acriO*) 
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Answer the Questions . 

1. How much did Paul borrow? $ . 

2. What is the rate of interest on the loan? % 

3. What is the term of the loan? months. 

^. What is Paul's monthly payment? $ 



Exercise A9 



A Reading Exercise on Loans 



Discuss ; 

- Have you ever applied for a loan? 

- What would you use a loan for? 

- Where would you apply for a loan? 

Read and Answer the questions . 

Sometimes, it is necessary to borrow money from a bank. 
You can apply for a personal loan to buy furniture, car. 
appliances or pay a debt or bill. Banks and credit unions 
normally charge lower interest rates on loans than finance 
coir.panies. It is a good idea to visit several banks and 
credit unions to find the loan that best suits you. It's 
important to ask for the total payback when you are discussing 
a loan. The total payback is the amount of money you borrow 
Plus all the interest payments. For example: The total 
payback for $2000 borrowed at 12% for one year = $2132.28. 
It's important to understand all the conditions of the loan 
before you sign the loan note. 

True or False 

1. Bank and credit unions charge higher interest rates on loans 
than finance companies. True False 

2. Banks are "money stores". You should visit several banks 
and find the best loan for you. True False 

3. The total payback is the money you borrow plus the interest 
payments. True False 

^i. It's important to understand gU. the condition^ of the loan 
before you sign the note. True False 
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Exercise 50 A Llstenlno Exercise 

Circle the answer vou hear . 

1. What's the date? 

June I5j June 30> June 3 

2. How much is it? 

$17.07. $17.17. $70.00 

3. What year were you born? 
1940. 1914 

4. What's your account number? 
11-7218. 11-7129 

5. What's the date today? 

March 20. March 12. March 2 

6. How much do I owe you? 

Sixteen dollars and thirty cents. Sixty dollars and 

thirteen cents. 

7. What's your account number? 

one four six two zero. one four six three zero 

8. What's the date today? 

the third of May. the thirteenth of May 

9. What year were you born in? 
1913. 1903. 1930 

10. How much is your cheoue for? 

Seventy dollars and seventeen cents. Seventeen dollars 

and seven cents. 
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Exercise 51 What Are You Dolnc At The Bank? 
Read and practise these Questions . 



1. What ore you doing? 

I'm withdrawing money from 
my account. 




2. What are you doing? 
I'm depositing money in 
my account. 



3. What are you doing? 
I'm endorsing a cheque. 





A. What are you doing? 
I'm applying for a loan. 
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Read and practise these Questions . 

5. What are you doing? 

I'm filling in a new account 
application. 



6. What are you doing? 

I'm asking the teller for 
my balance. 



7. What are you doing? 

I'm using the money machine. 




8. What are you doing? 
I'm cashing a cheque. 
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Exercise 52 



What Are You Dolnc At The Bank? 



Read and fill in the blanks . 



1. What are you doing? 
I'm 



2. What are you doing? 
I'm 




3. What are you doing? 
I'm 





Read and fill In the blanks . 



5. What are you doing? 
I'm 



6. What are you doing? 

rm 



7. What are you doing? 
I'm 




8. What are you doing? 
I'm 
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Exercise 53 Interview A Friend About Banking 

1. Question: Where do you do your banking? 
Answer: 



2. Question: Do you have an individual or joint account? 
Answer: 



3. Question: Do you have a chequing account? 
Answer: 



4. Question: Do you have a savings account? 
Answer: 



5. Question: Do you prefer to pay by cash or cheque? Why? 
Answer: 

6. Question: Do you use the bank machine at your bank? Why? 
Answer: 

7. Question: Are banks the sanie or different in your country? 
Answer: . 

8. Question: Which banking services do you use? 

Answer: chequing account savings account 

personalized cheques safety deposit box 

pass book bank loan 

cheque book credit card (VISA. 

traveller's cheques mSTER CARD) 

term deposit 

money orders — 

bank [TiOrtgage 

monthly bank statement 

bank niochine 
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COWMtlNITY SURVIVAL- SKILLS SERIES 



CQtmunttv Survival Skills Booklets 

Using the Health Deoartnient - by June Dragmon 

Alroort Customs and Immigration - by June Dragmon 

and Ann Hlnkle 

ADOlylng for UIC and Using Human Resources - by Ann Hlnkle 
Using the Telephone in Emergencies - by Jennifer House 
Insurance - by Kathy Pierce 

Conmunttv Survival Skills Workbooks 

Driving: An ESL Workbook for Beclnners - by Helen 

Cunningham 

Having a Baby: An ESL Workbook - by Helen Cunningham 

CltlzenshlD: An ESL Workbook for Beginners - by Helen 

Cunningham and Myrna Rabinowitz 

Banking: An ESL Workbook - by Jennifer House 

The Post Office: An ESL Workbook - by Jennifer House and 

Myrna Rabinowitz 

Having an Ooeratlon: An ESL Workbook - by Myrna Rabinowitz 
Sewing: An ESL Workbook for Beginners - by Myrna Rabinowitz 
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